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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Stacey Matamoros
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: Veronica Banuelos
	personnel date: 7-25-11
	PERCENT OF TIME: 












50%

	activity: POSITION SUMMARY 
Under the direction of the Administrative Officer II, RA, the Associate Governmental Program Analyst in the Administrative Services Section of the Division of Safety of Dams performs a wide variety of analytical and administrative services on the financial aspects of the Division.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; manage assorted priorities; possess good writing, analytical and verbal skills; maintain regular, consistent, predictable attendance, and exercise good judgment.  This position requires the incumbent to analyze the technical aspects of the budgetary process and be knowledgeable with SAP data entry and summary report development. The specific essential duties are:


Work directly with the Division’s Office, Branch and sections Chiefs, administrative staff and Department’s Budget Office to develop and coordinate budget preparation for both organizational and program cost centers within the DSOD office using the SAP environment.  Prepare, analyze, review and submit completed budget schedules and supporting documents for Division to assure procedural compliance with the requirements of the Department, the Department of Finance, the Legislative Analyst’s office, and staff from the State Legislature.  Monitor, report, and control expenditures, commitments, and balances associated with organizational and program cost centers, including internal orders within the SAP environment.  Prepare reports and documentation for audit purposes.  Research, develop, and improve procedures and reports from data extracted from SAP to prepare complex spreadsheets. Encumber and disencumber funds.  Assist the Office, Branch, and Section Chiefs in preparing program component statements, budget change proposals, and other pertinent budget-related documents with minimal input from program managers.
	classification: Associate Governmental Program Analyst
	appointee: VACANT
	dwr position number: 1752-5398-001
	sap personnel no: xxxx
	sap position number: 50001346
	division: Safety of Dams/Administrative Section
	mcr: 1
	percent 2: 20%





10%




10%






5%




5%
	activity2: Prepare annual grant application package to obtain grant from the Federal Emergency Management Agency (FEMA) and establish annual reimbursable authority for FEMA funding.  Monitor FEMA expenditures to ensure proper management and control of expenditures.  Collect and compile costs of travel, software, hardware, other equipment and labor dollars expended through the FEMA grant to provide quarterly reports to Division Chief and FEMA as required.

Out-of-State Travel Coordinator - Tracks and controls out-of-state and out-of-country trips; reviews request for conformance with SAM, DWR, and Division policies; notifies management of changes in Department travel policies; and recommends means to facilitate employee travel required to meet work needs.

Prepare documents, and payments associated with various routine contracts and interagency agreements.  Assist Office, Branch, and Section Chiefs with the processing and tracking of the contracts, interagency agreements, and payments to contractors.  Notify supervisor of necessary amendments with sufficient lead time to process amendments.  Prepare correspondence associated with payments, billings, accounting transactions, budget actions, and fund transfers.  Prepare funding strips.

Prepare report to the Fiscal Office for annual fee distribution to all dam owners. Monitor incoming annual fees to determine if all invoices have been paid.  Monitor incoming revenue collected utilizing SAP Accounting module.  Work with DSOD Branch, and Sections chiefs to determine funding to be released into Division’s budget from Revenue Collected in Advance. 

Act as liaison between the Division and the Budget Office, Accounting, Fiscal Services, and other departmental organizations on fiscal matters.  Acts for Administrative Officer as required. Assist with database support. 

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering and/or the Public Affairs Office during Governor-declared emergencies, flood, dam, SWP and other incidents and emergencies.  This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency response functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.  
	supervisor name: Stacey Matamoros
	employee name: VACANT


